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Introduction

Overview of the Job Seeker Interface (Jobs Page) and Resume Repository (RR)

In March 2005, the Current Job Opportunities (CJO) interface that the Laboratory had used
since 1999 was replaced with a new interface for job seekers. Developed by Employment
Engineering (E2), the Jobs Page (http://jobs.lbl.gov) allows a job seeker to search for jobs
and to submit an application on line by uploading a resume/CV (.doc, .rtf, .pdf, .htm, .html,
or .txt) or by cutting and pasting the resume/CV text into an online form. A job seekers who
chooses to upload a resume/CV receives a list of potential job matches that are based upon
the key words included in the resume/CV. A job seeker can review jobs and apply for a
single job or can select multiple positions and apply simultaneously to all of them. The final
step of the application process requires a job seeker to complete a self-identification form
regarding gender and ethnicity. ("I choose not to self-identify” is one option.)

Resume Repository (RR) is a companion product to the job seeker interface (Jobs Page)
and replaced Restrac/Webhire as the tool used to search for qualified applicants for open
positions in March 2005. Resume Repository is a web-based application that allows the user
to search the database of resumes submitted by job seekers for minimally qualified
applicants, to contact applicants individually or as a group and store the results of these
contacts, to electronically forward applicant resumes to hiring managers, to manage
the list of applicants generated, and to track minimally qualified applicants to the job
requisition in PeopleSoft.

Definition of Terms

What Is An Applicant?

The Laboratory is an Affirmative Action/Equal Opportunity Employer and has defined an
applicant as a person who is minimally qualified for a position. People who are
minimally qualified for a position are those whose skills match the skills listed in the
required section of the job requisition. All who have the minimum qualifications for a
position must be considered (i.e., have their resume and qualifications reviewed) and must
be tracked to the requisition in PeopleSoft.

Not everyone who expresses interest in (“applies for”) a position is an applicant — only
those who are minimally qualified are considered applicants. Conversely, not everyone
who is an applicant has expressed an interest in (“applied for”) a position — people who are
identified through a search of Resume Repository, through an AIRS search, through other
Internet search processes, through referral, and through other means are considered
applicants if they are minimally qualified.

(continued)
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Terms Used in the Recruitment and Selection Best Practices Mode/

The Laboratory’s Recruitment and Selection Best Practices Model is included in Appendix A.
Please direct questions about the model to the Workforce Planning and Employment
Manager.

Terms used in the Recruitment and Selection Best Practices Model include the following:

Job Seeker — Anyone who expresses written interest in a position by submitting a
resume/CV, whether or not the person is minimally qualified

Applicant — Anyone who is minimally qualified for an open position (i.e., the
person’s skills match the skills listed in the required portion of the requisition)

Candidate — Highly qualified applicants who may be contacted for a telephone screen
or interview

Finalist — The person(s) to whom a job offer is made.

It is very important to learn the Laboratory terminology so that we all can communicate
consistently and effectively with each other. Unfortunately, Resume Repository does not use
the exact language that we do, so some “translation” must be done when using the
application. For example, every time the word “candidate” appears in Resume Repository,
the term “applicant” should be substituted.
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Computer Safety and Security

Employee Guidelines for Computer Use

For more information about the topics covered in this section, see the Computer Protection
Program web site at http://www.lbl.gov/ITSD/Security/index.html. More specifically, review
the computer use guidelines at http://www.lbl.gov/ITSD/Security/guidelines/new-
employee.html.

Automatically Update Virus Protection

Because you will be downloading and viewing resumes from unknown sources, you should
check to ensure that the virus checking software on your computer automatically updates
your virus definition files. To check, click on the Symantec AntiVirus icon & on your taskbar
or locate the program through Start | All Programs | Symantec Client Security | Symantec
Antivirus Client. A screen that looks something like the one shown below should appear.

If your computer is set up to be automatically managed, information about the server that
provides automatic updates is listed. If your system is not automatically managed, your
screen will not display this information, and yoly can manually update your virus definition
files by clicking the “LiveUpdate” button.

E}Syn‘lantec Anti¥irus Corporate Edition - O] x|

File Edit Miew 3Scan Configure  Histories Help

E@ Symantec Antivirus Corporate Edition

(5] View Symantec AntiVirus Corporate Edition
=[] 5can
- Scan a Floppy Disk Semantel Antivinug can help keep pour computer pratected

from computer viruses. Select an itemn to the left to perform

P =0 Scan Compuker
,@ Configure

an actig
‘j Histories ﬁ;—lﬁmmamn
.. Startup Scans w
&[] Custom Scans E Group: FAYE)

@ Scheduled Scans
9 Look For Help

[luarantine: 0 ltemns

— Program versions
Program: 8.00.9374
! Scanengne. 4.1.015

. —iruz Definition File
Yerzion:  247/2005 rexy
a _— T o |

If the date on the virus definition file is not the current date (or within a few days of the
current date), call the Help Desk (x4357) to request that your computer be set up to
automatically update your virus definition file.

4
\
> — /
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Automatically Scan for Viruses

Your computer should also be set up to automatically scan files for viruses. To check, click
on the Symantec AntiVirus icon @ on your taskbar or locate the program through Start | All
Programs | Symantec Client Security | Symantec Antivirus Client. Once in the program, click
the Configure Menu and then File System Realtime Protection:

E}Srmantec Anti¥irus Corporate Edition
File Edit Wiew Scan | Configure Histories Help
E@ Symantec Ankivir

-- Wigw Micrasoft Exchange Realkime Pratection
=-{&] Scan 1

=10l x|

File Svstem Realtime Proteckion

I‘/irus Corporate Edition

A screen that looks something like the screen below should appear. (Note: The latest
version says File System Auto-Protect instead of File System Realtime Protection,
and the checkbox says “Enable Auto-Protect” instead of “Enable file system realtime
protection”.)

=10l x|

E}Srmantec Anti¥irus Corporate Edition

File Edit Wiew Scan Configure Histories  Help
E@ Symantec Ankivirus Corporate Edition
(28] View

File System Realtime Protection

E@ Scan

- 5can a Floppy Disk

i =l Scan Computer
=} @ Configure

. 24 File System Realime Protectic
¢ dF Microsoft Exchange Realtime |
‘j Histaries

&[] Startup Scans

-- Custom Scans

[-{i9] Scheduled Scans

¥ Enable file system realtime protection

Advanced |

— File typez .
P tf acro Vins | Miom-Macno Vins I
Al
e 1. Action:
1+ Selptied Extensions | IEIean wirug frarm file j
2. If action Failz:
IE!uarantine infected file j

@ Lok Far Help

— Options

[v Display message on infected computer Meszage |
[ Exclude selected files and folders Excluzions |
— Dirive types
[~ Metwork

Help

al | ©

If the box “Enable file system realtime protection” (“Enable Auto-Protect” on the newer
version) is not checked, call the Help Desk (x4357) to request that virus scanning be set up
to automatically check files on your computer as you create, open, move, copy or run them.

Note: If you use a non-Laboratory computer to access Resume Repository, you should
ensure that the computer it is set up with appropriate virus protection and virus
scanning software. As of the writing of this manual (February 2005), the Laboratory’s
license allows you to download a copy of this product for home use.
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Check for Spyware

Spyware is hidden software that gathers and sends information about you and your system
without your authorization. The Laboratory’s Computer Protection Program recommends
that you run an anti-spyware program on a regular basis to ensure that your system has
not been compromised. See http://www.Ibl.gov/ITSD/CIS/Software/ to download the latest
version of the Lab-recommended spyware checking/removal utility. If you need assistance
in learning how to use this program, read the tutorial on the download page, then call your
local computer support person or the Help Desk (x4357) if further assistance is required.

Note: If you run a spyware checking/removal utility, fix identified problems, and then run it
immediately again, you may notice the same problems appear. Deleting cookies can
sometimes take care of this problem. Go to the Tools menu in Internet Explorer, and select
“Internet Options”, then click the “Delete Cookies” button on the General tab.

2l x|

General | SecLrty F'rivau:_l,ll Enntentl Eu:unneu:ti-:unsl F'ru:ugramsl .ﬁ.dvancedl

—Home page
% 'ou zan change which page to uze for your home page.

Addiess) I

IJze Current | Lze Default Il ze Blank
\

— Temparary Intermet files
oy Pages yogview an the Internet are stored in a special folder
@\ for quick-sew .

Delete Files... Settings...

— Hiztory

The Higtom folder containz links to pages vou've vizited, for
quick access o recently viewed pages.

Crays ta keep pages in histany: |2EI 3: Clear History |

Colors. .. | Fonts... | Languages... | .ﬁ.ccgssil:uilit_l,l...l

] 4 | Cancel | Apply |

Run the spyware checking/removal utility again. If problems persist, call the Help Desk
(x4357) for assistance.

Cookies

When you browse the Internet, some sites create a file on your computer that stores
personal information about you or stores information about your preferences when visiting
that site. These files are called “cookies”. A detailed discussion of cookies is beyond the
scope of this manual. (See the Help file in Internet Explorer for more information.)
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However, it is important to know that cookies must be allowed for Resume Repository to
work correctly. To check your privacy settings (which determine how cookies are handled),
go to the Tools menu in Internet Explorer, and select “Internet Options”:

; Lawrence Berkeley Mational Laboratory - Microsoft Internet Explorer

File Edit Wiew Favorites | Tools Help

GBack - \_J - |£| |E il e ¢ \?’ Favorites @'Media €3| - ‘.:_P_ E - ﬁ ‘ﬁ “Ei

Synchronize. .,
Address @ hitp: ffuns Ibl.govi  Windows Update

Messenger
Show Related Links

Berl:ze]ey Lab

LAWRENCE BERKELEY NMATIONAL LABORATORY

HERKEILEY Lam

Click the “Privacy” tab to access your privacy settings. For Resume Repository to work
correctly, the privacy setting must be no higher than Medium High. Move the slider to
change settings, if required.

Internet Options ilﬁl

Generall Securty  Privacy | I:u:untentl Conpettions F'ru:ugramsl .-’-'-.dvanu:edl

— Settings

o tove the glider to getéct a privacy zetting for the Intermet

Tl ZONE.

..................... m High
\ - Blocks third-party cockies that do not have a compact

2\ privacy policy

i/ - Blocks third-party cookies that use personally identifiable
¢ infarmation without vour explicit consent

- - | - Blocks first-party cookies that uze personally identifiable
i information without implicit conzent

Imnpart.... Advanced. .. Drefault

~wieb Sites

To overide cookie handling for individual *web sites,
click the Edit button.

Edit... |
k. I Cancel | Spply |

Note: If you prefer a higher privacy setting for general use, change the privacy setting
to Medium High at the beginning of a Resume Repository session, and then change the
privacy setting back to your preferred setting at the end of the session.
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Changing the E-Mail Program Default in Internet Explorer

During the testing phase, some Internet Explorer users reported that clicking on an email
link resulted in Microsoft Outlook or Outlook Express coming up rather than Mozilla. To fix
this problem, go to the Tools menu and select “Internet Options”.

; Lawrence Berkeley Mational Laboratory - Microsoft Internet Explorer

File Edit ‘“iew Favorites | Tools Help

"'_.;,—E' ﬁﬁﬁ-

3 ‘] Mail and Mews r : .
Back = | - (% £ < Fawvorites Media ry
G \_J |_- Synchronize. .. - @ €:_-:»

Address I@ bt e bl o) Windows Lpdate

Messenger
Show Related Links

Berlzeley Lab

LAWRENCE BERKELEY NATIONAL LABORATORY

HERKELEY Lam

Click the “Programs” tab, and check which e-mail program is listed as the default. If it is set
to Mozilla but Microsoft Outlook or Outlook Express still comes up when you click on an
email link, change the default E-Mail program back to Microsoft Outlook. Click “OK".

Eenerall Securityl F'rivacyl I:l:untentl Connections  Programs |.-i‘-.|:|vanl:ed|

— Internet programs
%{ ‘r'ou can specify which program ‘indows automatically uses
‘@} far each Internet service.

HTHL editor: INDtepad j
E-mail: microsoft Cutlook
Mewsgroups: IMil:rDsnFt Cutlook j
Internet call; INetMeeting j
Calendar:  [Microsoft Outlock |
Contact fist: IMicru:usu:uFt Qutloak, |

Fleset Web Settings... 'ou can rezet Internet E splorer to the default

home and search pages.

[T Intemnet E=plorer should check to see whether it is the default browser

] 4 I Cancel | Apply

Close all instances of Internet Explorer, then relaunch.
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Go to the Tools menu again, and select “Internet Options”.

4} Lawrence Berkeley National Laboratory - Microsoft Internet Explorer

File Edit “iew Favorites | Tools Help

GBack - -\_) - |£| |_; et e e ' '\'(" Favorites wMedia {:‘3| <]~ k_?— - _‘ ﬁ m :’i

Synchronize. .,
Address I@ hitkp:ffvne Ibl.govy Windows Update

Messenger
Showe Related Links

Berlzze]ey Lab

LAWRENCE BERKELEY NATIONAL LABORATORY

HERKELEY LAl

Click the “Programs” tab, and change the default E-Mail program to Mozilla. Click “OK”".

Generall Seu:urit_l,ll F'rivau:_l,ll Enntentl Connections ~ Programs |.ﬁ.dvanced|

— Interet programs
%4 ‘r'ou can specify which program ‘indows automatically uses
& far each Internet service.
HTML editar: |N.3tepad |
Emat — [EEEY G-
Hewsaroups: IMicru:usu:uFt Cuatloak, j
Internet call INetMeeting j
Calendar: IMicru:usu:uFt Outloak, j
Caontact fist: IMin:rn:ns::nFt Cutloak =]

“'ou can rezet Internet Explorer to the default

feset vE SElinge.. home and search pages.

[~ Internet E=plorer should check to see whether it is the default brawser

0k, I Cancel | Spply |

E-mail links in Resume Repository should now launch the Mozilla e-mail program (rather
than Microsoft Outlook or Outlook Express).

Note: You may need to repeat this process each time you update Internet Explorer
and/or do a Windows Update.
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Important Notes About Resume Repository

Supported Browsers

Current browser requirements are listed on the Jobs Page at http://jobs.Ibl.gov. Resume
Repository works with Microsoft’s Internet Explorer and Netscape Communicator; of these
two browsers, the Laboratory supports only Internet Explorer. Please do not use any other
browser (e.g., Mozilla, Firefox, Safari) as you will experience difficulties. For security
reasons, it is recommended that you close Internet Explorer after every use and use the
Lab-recommended browser for all other Internet-related activities.

Do Not Use the Back Button

Please follow the steps in this manual closely to achieve good results. Most importantly, do
not use the “Back” button on your browser. Instead, use the menus and links that are part
of the Resume Repository application.

On-Line Help

Help for Resume Repository is available on line. From the Resume Repository menu bar
(located just under the Address bar in Internet Explorer), click “Help”.

ﬂ Resiame Databage - Talenk - Microsolt Inbernek Explorer -0 x|
He Edt Wew Fawrtes Iock  Melo i
lq;} Back = F R | :| :. 7 Sasrch Favmwitng ‘5‘ Hadh ]

Pfdvess [y =l se | Lnks |

|R‘i Seach Canddsin Hi@g ﬂ

Correcting Information in Candidate Information (Applicant Profile)

Ideally, all job seekers will apply on line at http://jobs.lbl.gov rather than by sending a
resume to employment@Ibl.gov. Because job seekers who apply on line either upload a
resume directly or cut and paste information into a profile, they can proofread the
information provided to ensure that the right information is in the right fields).

In contrast, resumes/CVs that are sent to employment@Ibl.gov are automatically parsed by
the Resume Repository vendor. Because there is no intervening human quality check, any
parsing errors made by the vendor’s application are not corrected. Thus, if you notice
anomalies in the resume fields (e.g., the job seeker's name displays as “Vitae, Curriculum”
because that was the first line in the curriculum vitae, the address is incomplete, other data
are in the wrong fields or incorrect), you will need to go into the applicant profile to correct
the data. There are two ways of accessing the applicant profile (described below). From the
Talent Review page, click the name of the applicant that needs to be corrected.
Alternatively, look up the name of the applicant from the resume database search page.

Managers Without Word Processing Software

If the hiring manager does not have word processing software compatible with the file
format sent by the applicant (e.g., Microsoft Word), send the files to yourself (see “Send
All” in the step-by-step instructions below), and save the file in a format that is compatible
with the hiring manager’s software before forwarding.
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Accessing the Resume Repository (RR)

Logging In
Go to http://Ibl.peoplecapital.com.

Log in with the user name and password provided to you by the HR Information Systems
Group (hris@Ibl.gov). Note that your Resume Repository user name and password are not
the same as your LDAP user name and password. (Your LDAP user name and password are
the ones you use to log in to mail, calendar, LETS, BLIS, and many other Lab applications.)

a Resume Database - Login - Microsoft Internet Explorer ;lg]ll
File Edit ‘“ew Favorites Tools Help | :‘r
@Eack T |£| lELI _;\| | /‘?]Search ::1'\'( Favorites @Media €2| g -'_-_,; ;.,-_‘.i i . ﬁ .& ﬁ
Address I{ j Go ‘ Lirks **
=
LOGIN

Welcome to ResumeRepository
User Hame

Password
— . |
Login

Forgot your password? Click here

Tip: User Name and Password

Request a user name that is the same as your LDAP user name. Change your password
in Resume Repository when you change your LDAP password to keep them
synchronized. (Your LDAP user name and password are the ones you use to log in to
mail, calendar, LETS, BLIS, and many other Lab applications.)
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Changing Your Password

To change your password in Resume Repository, click on the Resume Repository logo on
the left side of the menu bar and follow the on-screen directions.

3 Resume Database - Change Password - *ucrosolt Internet Explorer ;IEJEI
File Edit Wiew Favorites Togle” Help | ;;:
@Back - s '/m _;\| | /.:“ Search ‘;1‘\7; Favarites wMedia 63_2 | = ,;_ = - -~ ﬁ ‘a i‘i
’)ngss I@/ j Go | Links **
R?\ )Sealch Candidate History  Help =
N/

Change Password

Choosze a password that iz at least 1 character(s) long. t may contain numbers (0-9) and upper and
lowwer case letters (-7, 8-2), but no spaces. Make sure it is difficult for others to guess!

Old Password
Hew Password

Re-enter lew Password

submit | _. Cancel |

Powered by Employment Engineering

Note: Password Security and LBNL Policy

Although Resume Repository allows you to create a password that is only one character
long, you must follow Laboratory policy with regard to passwords. Please see the
Laboratory’s Regulations and Procedures Manual on line at
http://www.Ibl.gov/Workplace/RPM/ for current policy.

Forgotten Password

If you forget your password, you can receive a new one via email by clicking on the “Forgot
your password? Click here” link on the login page.

LOGIN

Welcome to ResumeRepository
e Bidvn

Fevarnid

[Logn ]

Feaped s paarssard? Cler hars

You will need to enter your user name to receive a new password via your LBNL email
address.

Logging Out

To log out, click on the Resume Repository logo in the top left corner of the menu bar and
choose “Logout”.
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Searching for Applicants

The Search Screen
The initial search screen looks like this:

File Edit ‘ew Favorites Tools Help

a Resume Database - Home - Microsoft Internet Explorer

=10fx]

C

3 . — i A - -
@Eack -G - |_L| lELI “ul | - search 5. Faverites @Media 63_2| = E

JE®3

Address l@

j GU ‘L\nks %

R Search Candidate History  Help

=

Candidate Search: Resume Database 7

Candidate Lookup

' Resume Database Search " AIRS Internet Search

T~

Retrieve Saved Search | Retrieve List

Required [AND] @ Conceptual Search (7]
= =l
E
Desired [OR)] 9
=
E =
* Please separate words with spaces
From To
Received within I 'I Received | iﬁ. | Gv
Source I VI Last Hame First lame |
SEULE HECHIE [= Req Applied For QU [extracted from email subject line]
Include Duplicates W) Append Results to List Q
‘Search | | save | | Clear |

Search criteria will appear at the bottom of the page as the search is built.

Key to symbols:

@ context-sensitive help is available on most pages.

S Click to bring up a calendar and select a date.

] Click to bring up a list of choices for the field.
Search Click to perform a search based upon the chosen criteria.
Save Click to save a search for reuse at a later time.

Clear Click to clear the search screen and start over.

Ry Search Candidaste Histoy Help  Menu (see next page for details)

Hover to read a description of each type of keyword search;

Page 12




The menu R?% Search Candidate

History  Help  which appears on every page, includes the

following choices:

R
Change password
Logout

Search
Database Search
AIRS Search

Retrieve Saved Search

Candidate Lookup

Recent Candidate Searches

Candidate

Add Candidate

Candidate Lookup

Retrieve Candidate List

Retrieve Saved Search

History

Recent Candidate Lists

Recent Candidate Searches

Help

Change password

Log out

Opens the initial search page for searching for applicants
Opens the AIRS search page

Displays saved searches
(also available in the Candidate menu)

Look up applicants by last name
(also available in the Candidate menu)

Displays the 25 most recent searches that haven't been
saved (access saved searches from “Retrieve Saved
Search” in the Candidate menu)

Manually add a candidate and attachments (e.g., resume)

Look up applicants by last name
(also available in the Search menu)

Displays saved candidate lists

Displays saved searches
(also available in the Search menu)

Displays the 25 most recent candidate lists that haven’t
been saved (access saved candidate lists from the
“Retrieve Candidate List” in the Candidate Menu

Displays the 25 most recent searches that haven't been
saved (access saved searches from “Retrieve Saved
Search” in the Candidate menu)
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Overview of Search Types

There are two search choices: Resume Database Search (selected by default) and AIRS
Internet Search. (AIRS Internet Search training is beyond the scope of this manual; new
recruiters should request assistance from the Workforce Planning and Employment Manager
or designee. Divisions interested in using AIRS searches would need to acquire their own
licenses through the Workforce Planning and Employment Manager.)

The Resume Database Search option offers several ways to search: by keyword
(required, desired, conceptual), by source, by date the resume was received, by applicant
name, and by requisition applied for. (To ensure consistency with the Laboratory’s
definition of an applicant, the “requisition applied for” search should be used as a
supplement to criteria-based keyword searches, not as a sole means of searching for
applicants. See "What Is An Applicant?” for more information.) Each of these types of
searches is described in more detail below.

Note: Each field works as an “and” condition. Thus, if you enter a combination of
keyword, date, source code, and requisition number, you will receive only those
resumes that meet all of those criteria. (Not a valid search for the purpose of
identifying applicants.) Be sure to read the section that describes the process for
completing a successful search, below, to maximize the success of your efforts.

Keyword (Criteria) Search

Keyword searches, also known as criteria searches, are searches in which specific
words are used to locate possible applicants. Keywords/criteria can be required (all
words/phrases must appear in the resume) or desired (one or more words/phrases may
appear in the resume). In addition, Resume Repository offers a conceptual search option,
in which the keyword will return resumes that contain words similar in type (concept) to the
original word. For example, entering “HR"” as the only conceptual keyword will return
resumes in which any of the following are present: human resources, compensation,
benefits, employee relations, HRIS, staffing, recruitment, turnover, I-9, etc. (Try it!)

The search engine looks in the body of the attachment (the resume) for the required,
desired, and/or conceptual keywords specified. When entering keywords (which are not
case sensitive), keep the following in mind:

» Separate each keyword with spaces. (In the “required” search field, spaces are
treated like AND. In the “desired” search field, spaces are treated like OR.)

o Group phrases using quotation marks (e.g., “human resources”).

« Use two or more words or phrases when using the “desired” field. (If only one is
used, the single word or phrase functions as an “and” (required) condition.)

o Optional: Use “"OR” to separate words or phrases in the required and conceptual
search fields. (Words or phrases in the desired search field are already OR
conditions.) For example, this search: | HR Word or Excel | would find resumes
containing HR and either Word or Excel. The Resume Repository Help file has
additional examples.
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Resumes that are displayed as the result of a search show keywords highlighted as follows:
o Required terms appear in yellow.

» Desired terms appear in blue.

. [COREEPEUAI terms appear in (GEEEN.

More information on the search process can be found in the on-line help file.

Date Search

There are two ways to limit a search using dates. One way is to select from the “received
within” drop down menu:

Received within ! - l

One Day
Three Days
one Week
Twwo Weeks
One Maonth
Twwa Manths
Six Months

The other way is to select resumes that were received between two dates (e.g., between
the last time a search was completed and today’s date):

From To

Received | ﬁ . ﬁ.-

Source Code Search

Because Resume Repository interfaces with LBNL's PeopleSoft database, an up-to-date list
of Laboratory sources (both general and specific) are available for searching. This search
can be useful in determining how many job seekers attended an event or responded to a
particular form of advertising. This field should not be used in conjunction with keyword
searches to locate qualified applicants because general and specific sources are not
required qualifications for a position. (Remember: Each field works as an “and” condition.)

Select the general source (e.g., advertisement, college recruiting, Web) from the “Source”
drop-down list. Select the specific source (a list linked to the general source) using the
“Source Specific” drop-down list if desired.

Source I ;I

Source Specific I i I

Tip: To determine the effectiveness of multiple sources, the easiest approach is to
query PeopleSoft for the number of applicants by source using the
REC_LINKED_APP_BY_REQ query.
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Name Search

To search for a person by name, enter the last name and first name in the respective name
fields on the initial search screen (shown on page 15 of this manual). The search results
screen will appear:

2} Resume Database - Search - Microsoft Internet Explorer ol x|
Fle Edit Yew Favorites Tools Help | _:'r

@Eack - @ - |ﬂ @ ;h | /‘__J Search \i\\'( Favorites @Media @| I"\' .‘_?_ E i _‘J ﬁ ﬂ .ﬂ
Address I@ j G ‘ Lirks **
Rj\ Search Candidate History  Help };I

Search Results

Candidate Lookup Retrieve Saved Search | Retrieve List

Save to New List Records 1-1of 1

Dunagan, Lorraine (319) 555-1234 test2i@ibl gov Waverly 4 0MMO02005  Word Wide Web f Unspecified Source

Search Criteria[&
Last Narme=Dunagan

\

Clicking on the name here will bring up a copy of the resume:
/

/i Resume Database - Candidate Review - Microsoft Internet Explorer

File Edit ‘iew Favoribes Tools  Help

@Back - '\_) v |ﬂ @ 1_;?] | /‘__] Search H;i'( Favarites G‘N/Edia @‘ I'\v .\_?_ r:. T _{] ﬁ m .ﬁ
Address I@ /

P?\ Search Candidate  History  Help /

" 18

Candidate Record 1 of 1

'i’ Yes | @ Ho | ? Mayhe |/X Remove | - send Email

123 Main Street
Wizvetly, 14 12345
Phore 313-555-1234
Fax 319-555-5678
E-tmzil test 2@kl goy

Address: walerly, 1A

R
@ JAE1 _Resume-Dunagan.doc EEUMmE Lorraing Dunagan

Objective

E MeszageBiody t=t Crther
! To Create a Successful Test Resume (Yersion 2)

Chris [2H/2005 6:4/6:35 PM]

Key Skills
Records 1 -1 of 1

Art, photography, teaching, child care, etymology

u Employment
| Dunagan) Lorraine  Unviewwedd Public School Teacher, Yarious
College Hill Connection, Sole Proprietor

Search Criteria | & Day Care Pravider, Yarious

Last Mame=Dunagarny
Education

BFA, Fine Arts

Clicking on the name here will bring up the candidate information (applicant profile) page.
The candidate information (applicant profile) page is shown in the last section of this
manual and described in more detail.
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To return from the candidate information (applicant profile) page, click “Talent Review".

\

/3 Resume Database - Talent - Microsoft Internet Explorer

Eile  Edit Mjew Favorites Tools  Help

@Back - 'J - \ﬂ @ _:] /.._j Search ‘gi'( Favorites @‘Media €3| - .:\; - J ﬂ 'ﬁ\ 3
Address I@ \

P:{ Search Candidate Higtory  Help \

Candidate Information # \
Retrieve Saved Search | Re*ieue List

Candidate Lookup
Search Result{ | Talent Review

Last Hame |Dunagan | Middle Hame | |

First Hame |L|:|rraine | Suffix I vI

Requisition Applied for Search
To review a list of job seekers who expressed an interest in a particular position, click on
the magnifying glass in the Req Applied For field:

Req Applied For Q

Enter the number of the requisition:

2 Resume Database - Req Applied For Sele O] =|

Requisition Applied For Close Window E{ 2

Requisition Humber

| | Search Clear Yalue

This field can be used in conjunction with keyword searches as described in the “Step-By-
Step Search Instructions” section, below.
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Step-By-Step Search Instructions Using Keywords/Criteria

This section describes how to successfully complete a search step by step. Refer to the
section entitled “Overview of Search Types”, above, to understand the various types of
search fields in the initial search screen.

First Search
T
File Edit ‘“ew Favorites Tools Help | :,'
@Eack - wJ v Iﬂ Ig _;\J | /:]Search \:1:( Favarites @Media €3| {Jix k,‘ :w T _I ﬁ .a ﬁ
Address I@ j Go ‘ Links **
Rj\ Search Candidate History  Help };I

Candidate Search; Resume Database #/

Candidate Lookup Retrieve Saved Search | Retrieve List

¥ Resume Database Search ¢ AIRS Internet Search

Required [&ND] @ Conceptual Search Q
El E
i
Desired [OR) 9
E
=l =
* Please separate words with spaces
From To
Received within I VI Received _| Go | ' Gﬂ
Source I 'l Last Hame | _: First lame | i
Aguize Sppciic = Req Applied For Q  [extracted from email subject line]
Include Duplicates || Append Results to List Q
| search | | Save | | clear

Begin a new search by either clearing the search screen or selecting “Database Search”
from the Resume Repository Search menu:

3 Resume Database - Home - Microsoft Internet Explor

File Edit Miew Favorites Tools  Help

Qe - O - =] 2]

Address @ http: /bl peoplecapital. com/rrfuserfsearch. asp

i)
/- Search

R{ Search Candidate  Historp  Help

Databaze Search
A|RS Search

Retrieve Saved Search
Candidate Lookup

Recent Candidate Searches
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Reminder: Each field works as an “and” condition. Thus, if you enter a combination of
keyword, date, source code, and requisition number, you will receive only those
resumes that meet all of those criteria. (Not a valid search for the purpose of
identifying applicants.) Be sure to read the section that describes the process for
completing a successful search, below, to maximize the success of your efforts.

. Type in the required, desired, and/or conceptual keywords/criteria that describe the
qualifications of the position. (Review the earlier section entitled “Keyword (Criteria)
Search” for more information on how to enter keywords/criteria.)

Click | s=arch , and the Search Results screen appears.

/2 Resume Database - Search - Microsoft Internet Explorer o [m] |
Eile Edit Wiew Faworites Tools  Help | f,'
\ A B M ’ : - ‘E 2
O Back - () - d @ Tl ‘ e Search = o Favorites @ Media {t‘ Tt AT ,f 1 ._‘_‘i
Address I@ a Go
Rl Search Candidate Histary  Help il

Search Results

Candidate Lookup Retrieve Saved Search | Retrieve List
Save to New List Records 1 - 4 of 4
-] lﬂ\ Dunagan, Lorraine (319) 555-1234 test2@blgoy  Waverky 12 01002005 World Wide YWisb f Unspecified Source
4 lﬂ\ Fretuvell, Shela (319) 555-1234 test3@blgoy  Cedar Falls 14 014002005  Executive Search f Heidrick and Struggles
2 -i\ Diesch, Chris (413) 555-1234 testi@blgoy  Mowato Ca, 01102005 World Wyide Wieb J Unspecified Source
2 dh  Diesch, Beth (515) 5551234 testd@blgovy  Ames 1, 0142412005

Search Criteria [&
Required=etymology AND Desired=p aphy art videography

If the results list is too long, click the “Search Criteria” link at the bottom of the results
screen to return to the initial search screen.

Refine the search by adding additional keywords/criteria, and click | search again.

Repeat steps 3 and 4 to refine the search until the number of results returned is a
reasonable number to review.

Tip: If you think you might use the same search criteria again for a future opening
(e.g., one that is frequently posted and for which search criteria are fairly consistent),
you can save the search by clicking | sa«= |. Use the following naming convention:

Recruiter initials (3 letters) - Level 1 Org Code (2 letters) - Req. No (6 digits) - Title
For example: CLD — CR — 018765 — HPCRD Department Head

Be accurate in using this naming convention so that searches can be easily found in the lookup list.

Set access to “public” if others are likely to want to use this search.
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6. Important: Before proceeding, click “Save to New List” to save the search results list.

) Resume Database - Search - Microsoft Internet Explorer _ 1l x|
File Edit Wiew Faworites Tools Help | :l"
GBack - \J - d @ __l\l /_]Search \;'\'\_% @Media é‘;{ ‘ =N _] ﬁ ﬂ 3

Address I@ Go
Rl Search Candidate History  Help ;I

Search Results
Candidate Lookyg’ Retrieve Saved Search | Retrieve List

Save to New List Records 1 - 4 of 4
G -i\ Dunagan, Lorraine [319) 555-1234 test2@blgoy  Waverly 12 01102005 World Wyide Wieb J Unspecified Source
4 il\ Fretwell, Shela (319) 5551234 test3gblgoy  Cedar Falls 14 011052005  Executive Search ! Heidrick and Struggles
2 il' Diezch, Chris (415) 5551234 testi@blgoy  Movsto cAa, 01052005 World Wyide Wik J Unspecified Source
2 -ﬂ' Dig=ch, Beth (515) 95951234 testdi@blooy  Ames 14, 0M/24/2003

Search Criteria [&
Required=etymology AND Desired=photography art videography

The following dialog box will appear:

+Z Resume Database - List Detail - Microsoft Internet Explor O] x|
New Candidate List Detail Close Window E{
List Hame |CLD - HR - 012345 - Etymalogy Expert
Access IPuinc "I
Avtomatic Mo -

Candidate Count S

Search Criteria Required=etymology

Creator Diesch, Chris

Cancel

a) Use the following naming convention for the list name:

Recruiter initials (3 letters) - Level 1 Org Code (2 letters) - Req. No (6
digits) - Title (unlimited).

For example: CLD — HR — 012345 — Etymology Expert

Be accurate in using this naming convention so that applicant lists can be easily
found in the lookup Iist.

b) Set Access to “public” so that others can use the search results list if required
(e.g., vacation, illness, shared recruiting processes).
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c) Set Automatic to “yes” so that Resume Repository will automatically add new
applicant matches to the search results list as resumes are added to the
database. Search criteria are saved with the search results (candidate/applicant)
list and are the basis for automatic searches. Search results lists are refreshed
hourly (unless being actively managed by the user).

d) Click @ save |,

7. Click on the first name in the search results list to go to the Talent Review screen and to
manage the list of applicants generated. The Talent Review screen looks like this:

4} Resume Database - Candidate Review

File Edit Wiew

Favorites  Toaols  Help

- Microsoft Internet Explorer

=
| &

eBack s '\_) T \j @ _h ‘ /.'

? Search ‘f:( Favarites @Media ﬁ‘} |

B es

Address I@

ECE

R Search Candidate  History  Help

-

Dunagan, Lorraine fﬁ‘

Email: test2@lbl.goy
Source: World Wide Wweb /
Unspecified Source
Address: Waverly, 1A

3AE1_Resume-Dunagandoc  Resume

& MessaneBiody txt Cther

v | @ o | ? wiayne | X remove | ) senaemat

Required | Desired | Conceptual |AII |N0ne

123 Main Street
Waverly, 14 12345
Phane 319-555-12354
Faix 319-955-0675
E-mail test 2@kl gov

Lorraine Dunagan
Ohjective

To Create a Successful Test Resume (Wersion 2)

Chris [2M1/2005 9:21:19 AM]
eI
Recards1-4of4(] g u@ otography feaching, child cale, etymology

r Employment
r & Dunagan, Lorraine  Unviewved Puhblic School Teacher, “arious
. College Hill Connection, Sole Proprietar
T 4 Fretwel Shela Urivigwwved Day Care Provider, Yarious
T 2 Diesch, Chris Unwiewed
Eduy&tion
[T 2 Diesch, Beth Unviewed E,FS

Search Criteria [&

Required=etyrnology AND
Desired=photography art videography

=

When reading a resume, the keywords that were entered are highlighted in the body of the
resume. Various combinations of highlighting are available: all (required, desired,
conceptual), none, or only one type (required, desired, none). To change what is
highlighted in the body of the resume, click on one of the links on the top right-hand side of

the Talent Review window. \
/7 Resume Database - Candidate Review - Microsoft Internet Explorer - O] x|
File Edit ‘iew Favorites Tools Help | 11'

/.__j Search \l;/'n'\'(‘ Favorites @Media e}‘ <] - L“_i B _J ﬂ ‘Eﬂ 'ﬁ

Qe - - [x] & O
B

Address I@ %
P& Search Candidate History  Help =]

“{'I'ES |® Ho | ? Maybe | X remove | ! send Email (quuired | Desired | Conceptual | All | None)
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8. Before continuing, review the section entitled "What Is An Applicant?”, above. In brief, an
applicant is anyone who is minimally qualified for a position. Thus, anyone who meets
the minimum qualifications must be retained in the list, and anyone who does not meet the
minimum qualifications must be removed. Lists can be managed by marking each resume
as one of the following:

v Resumes that definitely should be sent to the hiring manager for
Yes . WA et/
review and comment (A list")

Resumes that might be of interest to the hiring manager if more

?I‘u‘layhe . \VV/AR A\ P/
applicants are needed than those on the “A” list ("B list”)
® Resumes of applicants who are minimally qualified but not highly
o qualified enough to be sent to the hiring manager for review (*C list”)
X Resumes of job seekers who match the minimum qualifications but
Remove s s
are not qualified (false positives).

Example: Someone who works at a coffee shop serving java would be
a false positive on a search for Java developers. Do not remove any
applicants who are minimally qualified.

After marking a resume with an appropriate disposition (yes, maybe, no, remove), Resume
Repository will automatically advance to the next resume. To move through the list without
marking a resume with a disposition, click on a job seeker’s name on the left side of the
page or use the previous [4] and next [ #] arrows at the top of the page.

/) Resume Database - Candidate Review - Microsoft Interziet Explorer

File Edit “iew Favorites Tools Help

@Back - \_/,l - d @ _;_\I /.'_\I SEar%é‘:z" Favaorites @Media Q_}E
Address @

R?\ Search Candidate  Higtom Help/
¥ Yes | @ tio | ? maybe | X Remove | J send Email

Note: There is no need to save the list that you are managing. Resume Repository
saves it automatically, along with the search criteria.

Page 22



for”) the posting, return to the initial search screen and begin a new search:

3 Resume Database - Home - Microsoft Internet Explor

File  Edit Tools  Help

@Back - \_/,l - \ﬂ \ELI _;\J | j'._ﬁ search

Address @ http: /bl peoplecapital. com/rrfuserfsearch. asp

Viewy  Fawvorites

R

Search Candidate

Hiztory  Help

9. To add and review the resumes of job seekers who have expressed an interest in (“applied

Databaze Search
A|RS Search

Retrieve Saved Search
Candidate Lookup

Recent Candidate Searches

10. Click the magnifying glass in the “"Req Applied For” field, and enter the requisition number:

Req Applied For

Q2

Click on the magnifying glass in the “"Append Results to List” field, and select the name of

the list currently being managed:

Append Results to List Q

Click |_=2"" |, The list will now include job seekers who have expressed an interest in the

position in addition to applicants already managed:

3 Resume Database - Search - Microsoft Internet Explorer _ ||:||1|
File Edit Yiew Favorites Tools Help | :,'
Y A S e ; . = m 25
G Back - =D I d \ELI | Search . Favorites @Medla {:{ T ii ._\‘i
Address I@ http: flbl. peoplecapital, comRR fuser fsearchresults, asp?listid=7208s=18&=08p=1&sort=true j Go

Rj\ Search Candidate History  Help

—

Search Results

Candidate Lookup

Retrieve Saved Search | Retrieve List

Save to New List

List Search Criteria [&
Required=etymology

CLD - HR - 012345 - Etymology Expert

Records 1 - 50f 5

j Fretwell, Chris Unwviewwed  (515) 555-1234 testSid@lblgoy  Ames 14 021172005  Internal Candidate f Employes

ﬂ Diesch, Beth = (515) 5595-1234 testdi@iblooy  Ames 14 012472005

j Diesch, Chris = (415) 555-1234 test1@blgoy  Movato CA 01M0/2005  World Wide Web [/ Unspecified Source
j Dunacgan, Larraine e (319) 555-1234 test2@iblooy  Waverly 14 01M0/2005  World Wide Web [/ Unspecified Source
j Fretwell, Shela D= (319) 555-1234 testi@blooy  Cedar Falls 14 01M0/2005  Executive Search ! Heidrick & Strugagles

Click on the first unviewed name in the list, and manage according to the instructions

Step 8, above.

n
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11. To send the “yes” resumes to the hiring manager and to track all minimally qualified

applicants in PeopleSoft (those with a disposition of yes, maybe, or no), click “Send All”.
/

3 Resume Database - Candidate Review - Microsoft Internet Explorer

File Edit ‘iew Fawvorites Tools Help
@Back - l\) ™ \ﬂ @ Lh | ‘/__) Search “g’n'\'s"Faw:urites erﬂedia @‘ [‘/q:v ;., _J ﬁ ﬁ .ﬁ
Address @ /

R Search Candidate Higtory  Help J

¢ ves | o | 2 waybe | X remove | J send tmai

Important: Do not leave the list without clicking “Send All”. Exiting without clicking
“Send All” will result in applicants not being tracked in PeopleSoft and will require all
applicants to be dispositioned again. See the section, below, to learn how to re-
disposition a list.

(continued)

Page 24



12. When the Email Attachments page appears, enter the requisition number in the “Associate
to Req” field by clicking the magnifyi/ng glass.

4} Resume Database - - Microsoft Internet Explorer

File Edit  ‘jew Faworites Tools  Help

@Back - -J v |ﬂ @ _;] | /:j Searcl/ ‘-:,'i'(‘ Favorites w’Media &3‘ [_'\'v ; E _J ﬁ 'ﬁ ﬁ

Address I@ http:,I',I'Ibl.peoplecapital.cDm,l'RR,l'user,l'emainute.asp?listid=633

R‘.{ Search  Candidate  Hiztory  Help /

Email Attachments /

Candidate Lookup Retrieve Saved Search | Retrieve List

Search Results | Candidate Review

Associate to Req: Q

®

to: | |

| | )

subject: | |

attachments: @ Diesch, Chris , ¥ Dunacgan, Lorraine | ¥ Fretwell, Shela , ¥ Diesch, Beth (7]

s

comments: (7]

Clear Cormrments and Subject

| Send | | Clear |

After selecting the appropriate requisition, the hiring manager’'s email address will
automatically be added. Add a courtesy copy (cc) email address (if desired). Complete the
subject (required) and add comments (strongly encouraged). To add additional email
addresses (available from http://www.Ibl.gov/ds), type each one in separated by a comma,
semi-color, or space.

(continued)
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http://www.lbl.gov/ds

13. Click “Close Window" after the Email Confirmation screen appears.

) Email Confirmation - Microsoft Internet Expiore: =10 x|

Close Windowr Ei il

Email Confirmation
Aszociated Redqg: 012345

Chieschilbl.goy zert
Routing Confirmation

Routing Status: Success
Information: Resumes were successfully sent and associated with Reqguisition 012345

14. Resume Repository returns to the Search Results screen.

a Resume Database - Search - Microsoft Internet Explorer _ ||:||1|
File Edit Yiew Favorites Tools Help | :f'
" - = n . =
. AN . Y L . ' 5. 1 ‘a%
e Back </ d \ELI ._lj | P Search . Favorites @ Media {_‘} =N H ii ‘j
Address I@ http: f{lbl. peoplecapital.comjrr fuser fsearchresults, asp?listid=586 j Go

R Search Candidate History  Help E

Search Results

Candidate Lookup Retrieve Saved Search | Retrieve List
Save to New List CLD - 012345 - HR - Etymology Expert Records 1 - 4 of 4
j Dunacgan, Larraine = [319) 555-1234 test2id@blgoy Waverly 14 0102005 World Wide Wb f Unspecified Source
ik Diesch, Beth ) (51515551234 testd@hblgoy  Ames & 01/24/2005
ﬂ Fretwell, Shela P [319) 555-1234 test3dlbl.goy  Cedar Falls 14 01M0/2005  Executive Search §Heidrick and Struggles
j Diesch, Chris D= (415) 555-1234 testi@blooy  Movato CA 0102005 World Wide Wb f Unspecified Source

List Search Criteria [&
Required=etymology

No further action is required until it is time to repeat the search and/or review automatic
matches. This process is described in the next section.

Note: The arrow = next to the disposition symbol indicates that the applicant has been
tracked in PeopleSoft.
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Return Searches

1. Retrieve a saved candidate list by selecting “Retrieve Candidate List” from the Resume
Repository Candidate menu:

2 Resume Database - Search - Microsoft Internet Explo

File Edit ‘Miew Faworites Tools  Help

@Back - \_,.)l - \ﬂ \ELI :\J | j-._ﬁ Search ME:"\—I::,
Address @

R_{ Search | Candidate History Help

[] Add Candidate
Candidate Lookup

Retrieve Candidate List

Retrieve Saved Search

2. Select the candidate list to manage from the by clicking on the “Cand. Count” link:

4} Resume Database - Candidate List Selection - Microsoft Internet Explorer

-lo/x]
| &

File Edit Yiew Favorites Tools Help

@Back -igd d \ELI _;\| | /:‘JSearch \;1\"( Favorites @Media ﬁ:‘2| = -._-_,; ,\‘1 ' . % 3

Address I@ http:,I’,I’Ibl.peoplecapital.com,l’RR,l’Iist,l’userIists.asp?ctheIete=3Ds&ctheIete=3D4&chkDeIete=3D2&chkDeIete=%hkDeIete=298&chkDeIete=294&ctheIete=293&cthj Go | Links **

Rj\ Search Candidate History  Help };I
Candidate Lists

Candidate Lookup

Retrieve Saved Search | Retrieve List

Search Results Records 1 - 9 of 9

™ CLD-HR- 056789 - HR Assistant | Edit| 414 21172005 7:22 AM Yes Public  Diesch, Chris 0241142005
™ CLD-HR - 098765 -HR Manager | Edit| Mz No Public  Diesch, Chris 0200112005
l Delete |

If the list was saved with Automatic Match set to “yes”, the previously-managed list will
appear with any new matches listed and marked as “Unviewed".

If Automatic Match was set to “no”, the previously-managed list will appear as it did the last
time it was used. To turn Automatic Match on, click |edit| from the Candidate List page.

3. Click on the first name whose disposition is “new” and manage the list as described above.

Search Results
Candidate Lookup Retrieve Saved Search | Retrieve List
Save to New List CLD - 012345 - HR - Etymology Expert Records 1 - 5 of 5
j Fretwell, Chris ey 5155551234 testSid@lblgoy  Ames 14 021172005  Internal Candidate f Employes
j Dunacgan, Larraine = [319) 555-1234 test2id@blgoy Waverly 14 01M0/2005  World Wide Web [/ Unspecified Source
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Help! I Forgot to Save My Results List with a Real Name!

If you forgot to save your search results list with a real name before managing the list, first
select “"Recent Candidate Lists” from the Resume Repository History menu.

<3 Resume Database - Candidate List Selection - Microsoft In

File Edit Wiew Faworites Tools  Help

R RCIERR
Address @

Rl Search Candidate | History Help

1 HJ“._
7 Search i.ﬂ{ Favo

Recent Candidate Lists

Recent Candidate Searches

Review the criteria in the various historical candidate lists to determine which list is the
previously-managed candidate list. Click on the “Default Name” to select it.

43 Resume Database - Recent Lists - Microsoft Internczi Explorer -0l x|
Recent Lists Close Window E1 2
Chiriz [201 102005 1:25:29 PM] 4 Reguired=etymalogy
Chiris [201172005 11:03:00 AM] 2 Required=onomatopaeia

Once the list appears, click the temporary name and rename the search.

4} Resume Database - Search - Microsoft Internet Explorer 10l =|
File Edit ‘Miew Favorites Tools  Help | 4’
A N ’ N ) 3 T
e Back - =7 B d \ELI __l\J | P ) Search \“.-'/‘\_.( Favarites @ Media %} | T S H _] ii ‘a '3
Address I@ http: fflbl. peoplecapital comjrr fuser fsearchresulks, asprListID=636 \ j Go
Rj\ Search Candidate History  Help \ P
Search Results \
Candidate Lookup + Retrieve Saved Search | Retrieve List
Save to Mew List Chris [2/11/2005 1:25:29 PM] Records 1 - 4 of 4
j Dunacgan, Larraine = [319) 555-1234 test2id@blgoy Waverly 14 01M0/2005  World Wide Web [/ Unspecified Source
it Diesch, Beth = (515) 5551234 testd@hblgoy  Ames 14, 01/24/2005
j Fretwell, Shela e (319) 555-1234 testi@blooy  Cedar Falls 14 01M0/2005  Executive Search ! Heidrick & Strugagles
j Diesch, Chris D= (415) 555-1234 testi@blooy  Movato Ca 01M0/2005  World Wide Web [/ Unspecified Source
List Search Criteria [&
Required=etymology

Manage the list as described previously.
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Help! I Forgot to Click "Send All” Before Leaving My List and Need to Re-Disposition Applicants

If you forgot to click “Send All” before leaving a list, applicants were not tracked to
PeopleSoft and were not sent to the hiring manager. Each applicant must be re-
dispositioned.

Applicants that are tracked in PeopleSoft have an arrow = next to the disposition icon.

4} Resume Database - Search - Microsoft Internet Explorer

1o/
| &

File Edit Yiew Favorites Tools Help

GBack - \_) - \_LI @ _;\J | /..-jSearch \j“\'\/ Favorites @Media {‘;{|
Address I@

Rj\ Search Candidate History  Help

LA e

CLD - HY- 056789 - Etymology Expert

jGo

.

Search Results

Candidate Lookup

Retrieve Saved Search | Retrieve List

Save to Mew List Records 1 - 50f 5

j Diesch, Chris + [415) 745-1234 test1@blgoy  Movato CA 01M0/2005  World Wide Web [/ Unspecified Source
j Fretwell, Shela Eg (3)4) 555-1234 testi@blooy  Cedar Falls 14 01M0/2005  Executive Search ! Heidrick & Strugagles
ﬂ Diesch, Beth @ 51:5) 555-1234 testdi@iblooy  Ames 14 012472005

j Dunacgan, Larraine [319) 555-1234 test2id@blgoy Waverly 14 01M0/2005  World Wide Web [/ Unspecified Source
ﬂ Fretwell, Chriz (515) 555-1234 testSElbl ooy Ames 14, 021152005  Irternal Candidate § Emploves

List Search Criteria [&
Required=etymology

Click on the first name in the search results list without an arrow next to the disposition
icon. When the Talent Review screen appears, click on the same disposition icon that was
originally selected. The disposition icon will change to the icon surrounded by a box.

4} Resume Database - Candidate Review - Microsoft Internet Explorer

IR
| &

File Edit Yiew Favorites Tools Help

@Back - \_) - \J @ _;\J | /.-jSearch \j“\'\/ Favarites @Media {‘}| = “7 o
Address I@

Rj\ Search Candidate History  Help

4 Ves | @ Ho | ? Maybe | X Remove | - send Email

Eretwell, Shela ﬁ

Jd @3

ECE
—F

Required | Mone

Send all

Email: test3@lbl.gov
Source: Executive Search /
Heidrick & Struggles
Address: Cedar Falls, Ia

123 Main Street
Cedar Fallz, 14 12345
Phone 319-555-1234
Fax 319-555-5675
E-mail test3@ibl gov

Rezume

@ 2800_Resume-Fretwell doc Shela Fretwell

B MessageBody txt Cther Ohjective

Recordz 1-50f 5

=ful Test Resume (Wersion 3)

Liprdry science, museum management, teaching, art, poltical science, news hound, homemsaking, etymology

Employment

-
- Digzch, Chris Public: School Librarian, Yarious
r Fretwell, Shela Muzeum Redistrar, Grout Museum

s
- Diesch, Beth @ Eclucation

. M.%., Library Science

| Dunagan, Lorraine @ B.4.. English
| Fretwell, Chris =

Search Criteria [&
Required=etymology

Repeat until all applicants without an arrow = are dispositioned. Click "Send All”, and follow
the directions in the section above to send resumes to the hiring manager and track
applicants in PeopleSoft.
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Contact Management

Sending Mail to Candidates
Email can be sent to applicants directly from the Talent Review screen.

4} Resume Databasz - Candidate Review - Microsoft Internet Explorer

File Edit ‘iew Favorites egls  Help

eBack - -\-) - \ﬂ @ \-_;j Nﬂl' Favaorites eMedia ﬁ‘)‘ [_':v .,___; _J ﬂ 'a '3
Address @

R?\ Search Candidate Historw  Help

Candidate Record 2 of 4 an ¥ Yes | D 1o | 7 Maybe | X Remnu@eml Email

After clicking on the “Send Email” button, a list is displayed that contains the names,
dispositions, and email addresses of all applicants in the current list. To send email to all
applicants on the list, click the “Add All to Bcc” button.

/3 Resume Database - Email Candidates - Microsait Internet Explorer i ] 4]

Llose Window m ;I

Email Candidates

( addaltweee )

testaE@lblgoy  Fretwell, Chris
test2@lbl gov  Dunagan, Larraine
testdi@lbl.goy  Diesch, Beth
test3@lblgoy  Fretwell, Shela
test1@lbl gov  Diesch, Chris

Rezards1-50of 5

Email Candidates

To: [CDieschiibl gov |

test2@lbl gov, testdi@ibl gov, test3E@ibl goy, test1 @ikl gov -~

Bee:

& b ol A b

-

[Separate emails with commas]

Subject: Recuest for Additional Information |

Thank wou for your interest in employment at LBAML. You are currently being e
considered for the position of Etymology Expert (Posting 0123457, and | am
interested in finding out more about your experiences. Would you plesse
reviewy the questions listed belove at your earliest convenience and return your
. ) A -
Body: ansvwers to me via email (Chieschi@ibl.gow)?
0 Do you knowy wwhat etymalogy is?
o Howy long have you been interested in etymology?

Thank you agsin for your interest in employment with LBRL. -

From: |Chris Diezch

Send Emai

To send email to one\ applicant, click the applicant’s email. To send to selected applicants,
either click on each email address individually or type the applicant’s email address into the
Bcc field (separating each email address with commas). In this manner, email can be sent
selectively; for example, one screening questionnaire could be sent to all applicants marked
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as “yes” and another to all applicants marked “maybe”. When responses to the email are
received, they can be saved and attached to the Candidate Record (as described below).
Name Search (to Manage Candidate Information/Applicant Profile)

The previous section described one method of accessing the candidate information
(applicant profile) page. To go directly to the candidate information page, either:

Click on Candidate Lookup at the top of Or, choose Candidate Lookup
the initial search page/ from the Candidate Menu.
) Resume Database - Home - Microsoft Internet Explorer ) Resume Database - Talent - Microsoft Int
File Edit Wwiew Fawvofites Tools Help File Edit “iew Favoribes Tools  Help
OBack - \_) - ﬁl \ELI .'_\J P I Search “;;/ Favatites QBack\r \_) - |£| \ELI _._\J P i
Address @ http:,I',I'Ibl.génplecapital.u:u:um,l'RR,l'user,l'search.asp Address @\
Rl Search Ean?/date Historp  Help Rl Search\| Candidate History  Help
P #dd Candidate
Candidafe Search: Resume Database ~ Candidate Lookup
Candidate Lookup Retrieve Candidate List
Retrieve Saved Search

A screen shot of the candidate information (applicant profile) page is shown on the next
page.

Note: Once in the candidate information (applicant profile) page, there is no way to
attach the person to a requisition. Instead, use the Last Name, First Name search
process described above to locate a person to be attached to a requisition. The
candidate information option should be used primarily for contact management and for
correcting parsing problems or other errors or inaccuracies in the applicant profile.

(continued)
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The candidate information (applicant profile) page can be edited, and comments about
contacts with the candidate can be added (1). The page includes a link to the person’s
resume (2) and shows the source (3) of the resume. Phone numbers (4), email addresses
(5), street or mailing addresses (6) and attachments (7) may be added through this
screen by clicking the appropriate button at the bottom of the page.

4} Resume Database - Talent - Microsoft Internet Explorer
File Edit ‘iew Favorites Tools  Help
3 L] — fl - = 1 i
@Back &l \ﬂ @ _'_\| ‘ > | Search ‘i:{_"Favorites wMedia 63}‘ = te =2 7 | ﬁ m i‘i
Address I@
FB\ Search Candidate Historp  Help
Candidate Information
Candidate Lookup Retrieve Saved Search | Retrieve List
Search Results | Talent Review
Last Hame E!ﬁﬁnaggn _' Middle Hame | I
First Hame ELorraine Suffix I vI
Referrer Hame _ Referral Date ﬁa
Referral ID _: Date Recelved Jan 10 2003
Comments ;I
(1)
E
™ {(2) 341 Resume-Dunagsn doc @1 Resume for 016867 [Resume =] Jantaz0s
ol IMessageBocky fxd r;j Resume far 016967 IOther vi Jan 10 2005
{3} Unspecified Source 016967 DaokotReply@peoplecapital.comm Oct 27 2004
o) ® [Fome =] (319) 555-1234
QB ® [Home =] testz@lnl gov
O @ =< [Home =] Line 1 123 Msin Street
Line 2
City Waverly
State Jowa 1
Postal Code (12345
Country (United States s
[ Add Phone _j | add Email I Add Address I I Add Attachment | {?} | gave I I Cancel|

To delete items from this page, click the checkbox next to the item to be deleted, and then
click the “save” button. There is no “undo” feature.

Note: Be sure to | sav= | before leaving this page!
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A variety of attachments can be added to the candidate information (applicant profile)
page.

4} Resume Database - Talent Add Attachment - Microsoft Inke -0l x|
Candidate Attachment Upload tlose Window P
File Path Browse...
Description ;I

[ -

Type I vI

Fesume Attach
Cover Letter
Publication
\White Paper
Phone Screen
Irter ey
Reference
Cther

Click | Brwze.. | to locate the file to be attached.

Add a brief description (e.g., a date, a summary, an author) and select a type at the time of
upload — there isn’t a way to add one later!

Click | atach | to finish attaching the file. Your document will appear under the attachments
list. See (2) on the previous page.

Unsolicited Resumes

Unsolicited resumes received directly from job seekers should be sent to
employment@Ilbl.gov. Save a clean copy of the resume to your desktop (or other temporary
location) and then attach to a new email message and send to employment@Ibl.gov.
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Appendix A: Recruitment and Selection Best Practices Model (Implemented March 2003)

| Open Position

Qutreach (general and ongoing)

Manager identifies the need for a new
or replacement position

h 4

HR Center works with Manager to
determine position description, job
classification/code, employee class,
affirmative action goals

Manager seeks intemnal approvals

HR Center checks recall list to
ascertain if any employees laid off can
be rehired through recall. If not, HR
Center notifies Recrutier of the need
for recruitment services.

L 4

HR Center enters requisition in
PeopleSoft; the position is posted to
the Lab's job opportunities web page,
and Recruiter is notified.

4

Recruiter works with Manager to
review the posting, develop selection
criteria, and develop a Recruitment
Plan'" for the position which is also
provided to the HR Center.

Legend (primary responsibility):
Recruiter

Manager

HR Center

Resume Scanners

| Sourcing

Job Seeker
(all resumes from which applicants can
be selected -- anyone interested in
employment at the Lab)

Recruiter conducts
an initial search of existing resumes.
to determine whether a diverse and
» qualified pool"' is available, reviews
resumes with Manager, and makes
initial contact to see if applicants are
interested

h 4
Recruiter and Manager
determine whether a

qualified and diverse pool is \

available amongst those who
have been contacted and are
interested

No
h A

Job is posted on web sites, and print
and other advertising included in the
recruitment plan is initiated by
Recruiter

Y

Incoming resumes are scanned into
the resume database; a letter of
ackr t, ication form,
and applicant data enfry form is sent

Y

Weekly queries are conducted by
Recruiter™

A

Yes

I Screening

Applicant
e and diversity; all minimalk
qualified job seekers)

Manager reviews applicants as
received™ and selects applicants for
phone screen or interview. An ongoing
interactive dialog takes place between
Manager and Recruiter to determine
minimum gualifications.

4 k4
Job seekers
who expressed Applicants
interest in the receive
position but who notification that
are not they are being
inimally considered for a
qualifed (NMQ) position and that
are notified and they will be kept
will be apprised of their
considered for status'™
future openings
v
Candidate
(subset of applicants who are most
highly qualified)
h J

Manager, Designee, or Recruiter
phone screen applicants (optional)

Manager, Designee or Selection
Committee conducts interviews

No,
and

alher
finalists
avalable

Responses to

Screen/
Interview dates are
entered into PSoft

] Selection

Finalist(s)
(highly qualified candidates who would
be considered for hire)

Manager, Designee, or Recruiter

» completes reference check process

according to a standard script

i 4

After selection decision is made, HR
Center constructs offer package and
facilitates obtaining relevant approvals,

. 4

Werbal offer is made from a standard
script by HR Center or Manager

h

Offer letter with employment
information is sent by HR Center

v

Finalist accepts offer?

Yes
x

After the signed offer letter is received,
the HR. Center updates PeopleSoft with
acceptance data.

¥ ) v

Applicants
receive
notification of
nonselection

Candidates
receive
notification of
nonselection

Offer and

are entered into

Psoft to complete
the data for the
Selection Log

Neo,
and
other
finalists
available

Placement

New Hire
(successful finalist)

HR Center completes closed job
packet

The HR Center creates an employee
file, and completes other tasks
associated with the start process

v

Mew hire begins and completes New
Employee Orientation

Notes:

"""The Recruitment Plan will include
diverse recruitment sources with the
assistance of the WFDO. HR Center
receives a copy of the recruitment
plan. Manager and Recruiter assess
and refine the plan on an ongoing
basis during the recruitment process
to ensure effectiveness.

@A *qualified and diverse poal” is one
that is diverse based upon source
codes, gender, and ethnicity data.

*Recruiter conducts weekly criteria
searches, routes resumes, and
records resumes stalus in applicant
tracking system. Copies are provided
to HR Centers where requested.

“"anager tells Recruiter when no
additional resumes are needed, and
requisition is either put on hold in
PeopleSoft to temporarily take it off
the Web or annotated to let job
seekers know that their resume will be
considered only if the current qualified
pool does not yield a finalist.

®Ia second applicant data form is sent
to the applicant.
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